OTHER ADMINISTRATIVE OFFICE SERVICES

Administrative supporting elements are required at the
laboratory in every area of office management; namely, procure-
ment and supply, budget control, personnel, and general admin-
istration.

The administrative staff is organized to relieve the
scientific and professional staff of all routine administrative re-

sponsibility.

August 6, 1959
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Us S, Fish and Wildlife Scrvice
Bureau of Commercicl Fisherics
Sheet No. 1 Location: Woods Hole, Masse
Nate: August 6., 1959
Filc Noe

Research Project Outline

Title of Project: Other Administration Office Services

Investigation Title:

Investigation Chief:

Project Leader:

Nane Titie Grade
Assistants: (Title and Grade)

Collabeorators:

Need for Information:

Objective: a9 agministrative services for the entire staff (scientific and

operational) including manuscript typing, photographic and
drafting serviceso. Director's salary included in this budgete

Method of Procedure:  1hcyudes salaries of all clerks and stenograshers not

directly assigned to a project, all purchasing,

Fhase 1: nersonnel work, reports and manuscript typinge

Phase 2:



Shiet Noo 2 File No.:

Method of Procedurc: (Cont'd)

Phase 3:
fistimitcd Costs:  Tot~l Neeled by Laborotary for Caapl te Projoct 1i99.1

FY 1959 Y 1960 Fy 1961
Persencl Scrvices 20.1 2005 2048

Cther Exopenseos
Within Project ——— —— —
Lobe Adm, & Scr, 1745 2749 2943
Labe Trtal 376 L8.Y 5046
Regirnnl Office e —— o
Ymshington Office — ——— ———

Total

Recomen-led Scurce of Funds

(S-K, Riqui~r, Contributid, ctce)

Bstimated Date of Completion: Phase 1 FY sPhase 2 7Y sPhuse 3 TY
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Recommenced by Dote

Originator

Investigntion Chief _ Vinceat A. Macksey

Laberatory Director Herbert, We Groham

Regionzl Director

Bronch Chief

Approved by:
Division Chief for Director

Rem~rks

(Continue m reverse side)
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